Special Education Discipline Report Import Process

A new feature has been added to the Disciplinary Information System. A School/User is now able to import their Schools

Disciplinary Information from a CSV file. This file will need to be created according to the specifications found in the
Import File Documentation section below.

To use this new import process, follow the directions below:

From the Districts page, click on the link ‘Import Data’ in the upper right area of the page.

— —— =
wl@ http://speddisciplinenew.education.ne.gov/Districts.aspx pL-c H 2 Nebraska Department of Educ... | @ Districts x ‘ | {0} 5.7 503
8 Edit View Favorites Tools Help

X EEConvertt ~ [FHSelect

5% &) P Robert C. Cain - SSISF... ] Peter Thomas Roth - Clini... ] Suggested Sites v ] Web Slice Gallery =

NEBRASKA DEPARTMENT OF EDUCATION
;pecial Education Disciplinary Information System

SPED Discipline Web Site Directions SPED Discipline Import Data Directions SPED Discipline Import Data Edit Checker

Districts Summary Reports Extracts

Sort District List By: District Number [District Name]

Data veur 2072075 ]

District | 01-0090-001 - ADAMS CENTRAL JR-SR HIGH SCH --- HASTINGS v

Status of District and Schools
District or School Submitted
101-0090-000 — ADAMS CENTRAL PUBLIC SCHOOLS — HASTINGS
01-0090-001 — ADAMS CENTRAL JR-SR HIGH SCH —- HASTINGS
101-0090-002 —- JUNIATA ELEMENTARY SCHOOL - JUNIATA [YES
101-0090-003 -—-- EAST ELEMENTARY SCHOOL -—- HASTINGS [YES
01-0090-006 ——- WALLACE ELEMENTARY SCHOOL - HASTINGS [YES

The Application is currently OPEN

You will be transferred to the following page:

& Import Data - Windows Internet Explorer
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NEBRASKA DEPARTMENT OF EDUCATION
Special Education Disciplinary Information System

Districts Summary Reports Extracts Import Data

Input File
i |[_Browse...
| Import the Input File to Temporary Location |
[ Check the Data for Errors/\Write to Discipline Database J
District or School Import Count
40-0083-001 22
40-0083-002 22
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Special Education Discipline Report Import Process

Importing the data is a 3 part process.

1. The first part is to enter the name of the input file that contains the data to import. You can also click on the
‘Browse’ button to navigate to the location of your import/input file.

2. After the file name has been set, click on the ‘Import the Input File to Temporary Location’ button. This will cause
your input file to be copied to a Disciplinary Application temporary table.

3. The third part of the process is to click on the ‘Check the Data for Errors/Write to Discipline Database’ button.
This will cause the Application to check the data to make sure that it passes all edits/validations and then writes the data
to the Discipline Applications permanent tables.

The grid/box below the ‘Check the Data....” Button displays any schools that have been imported into the Temporary
Location. These values will remain until a new file is imported. These values reflect the last import performed by the
current user. A user can import a file (2nd part) and then not perform the Check the Data .... (3rd part) until some future
time as the data is kept in the temporary table.

Notel — all edits/validations must be successfully passed by all imported records before any records are written to the
permanent table.

Note2 — any records for any school in the permanent table will be deleted if records for that same school are successfully
imported.
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Special Education Discipline Report Import Process

Import File Documentation

An example of the original template:

2 Removals to an Interim Alernative
Educational Setting Based on 3 Hearing
Officer Determination Regarding Likely 3.0ut-of -School Suspensions or Expulsions 4. In-School Suspensions 5. Dizciplinary Femovals
Injury [Hearing officer appointed by NDE
purzuant to Fule 5]

1Wnilateral Remevals ta an Interim Alternative

Educational Setting by School Parzannel (for nat

mars than 45 days - does NOT include placement
changes made by IEF team)

Disability A E. C. o. Mumber of Children A E. A E. A E. =3 o.
Piumbr of | Plumber of | tumber of Fiumber of Children with | Numbar o Childran | PAmEer of Children | Munker of - ] | Mumber of Children | Number of Children
Mumber of Femavals | Remevalz i . et it In-3chael Children with In- | Total Dizciplinary Mumber of Children with | 00 0 F P
" Removals : e with O A e with Disciplinary with Dizciplinary
Children | ¢ for for Seriouz . ! . ) - |suspencions Fehoal Removals Disciplinary Femavals ’ ’
" or Diugs " L Count) P P P P y . " ; Fiemovals Totaling &- | Femovals Totaling
(Unduplicae| 7 o [ esponz | Bodily Tortling 10 Duga o Las: | na Tatuling +10Dags. | T2tina10 Doz or | Suzpenzions {Unduplicated count of | Totaling 1Day 10 Dug +10 Dago
&d Gount] [Duplicated | Injury " y i " “ NLesz (Unduplicated | Totaling $10 Dayz | dizciplinary actionz) [Unduplicated Gount] L -
Count) [P Daptested (Unduplicated Count) | (ndupiicated Conelf 71 s [Unduplicated Count)| [Unduplicated Count)

1. Intellectual dizability

2. Hearing Impairment

3. Speschor Lingugs
ImEalrment

4. “izual Impairment

5. Emoticnal Disturbance

6. Orthopedic Impairment

7. Other Health Impairment.

. Specific Learning
Disabilizy
3. Deak-Blindness

10, Fultiple Disabiliey

11, Autism

12. Traumatic Brain Injury

15, Derclopmental Delay

Total

2Remavalz o an Interim Alterrative
Educational Setting Based on 3 Hearing
Officer Determination Fregarding Likely | 5.0ut-of-School Suspensions or Expulzsions 4. In-Schaol Suzpensions 5. Dizciplinary Femovals
Injury [Hearing officer appointed by NOE
pursuant to Fiul 55

1Unilateral Fremavals o an Interim Alternative
Educational Setting by School Personnel [for not
more than 45 days - doez NOT include placement
changes made by IEP team]

A, E. c. o. Humber of Children A, E. A, E. b E. c. o.
. Humber of
Race/Ethnicity Eflem
Humbser of with Dut-of. ; Humber of
Mumber of Mumber of Children . N . .
mtrpef | BB | gy |[Femes echool | pber of Children with Out-of with In-School G | Ko Wity Flumber of Children with | Pumber of Children - ) Munker of Children
" Remavals for Serious Suzpenzion ’ : A Schasl o with Dizciplinary | with Disciplinary
Children far - ) Schosl SuzpensionExpulsions | Suspensions ) Removilz Disciplinary Fiemovals y y
" for Drugs Eodily [Unduplicated Count) [Expulsions ° “ Suspensions " i FRemovals Totaling 2- | Femovals Totsling
{Undupicat weapans | 5 ! Totaling >10Dayz Tataling 10 Diys or : (Undupdicated count of | Totaling 1 Dy
cd Gount) | (DUPIEted) yp o | AT Tataling 0} 4 plicated Count] Loss (Unduplicated | 12lind 10 Daye | ary actions] | (Unduplicated Coune) | 12 D26 SDlEkgs
Count) CO:“] (Duplicated Diays or B o] B {Unduplicated EEFITETY 8 B {Unduplicated Count)| {Unduplicated Count)
Count) Lesz Count)
(Undupicat
od Count]
1. American Indianbalska
Mative
o
3. Bluck or African American
4. Hispanic
5. white
6. Asin
T, Mative Havaiian or Other

Pacific lzlander

& Two or More Races

Tatal
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2.Remavalz bo an Interim Alkamative
Educational Setting Eazed on a Hearing
Officer Determination Fegarding Likely | 5.0ut-of-School Suspensions or Expulsions 4. In-Schaol Suzpenzions 5. Disciplinary Fremavals
Injury [Hearing officer appointed by NOE
pursuant to Fiule 55

1Unilateral Removals ko an Interim Alternative

Educational $etting by School Parzonnel [for not

mare than 45 days - does NOT include placement
changss made by EF team)

A, E. c. o. Mumber f Children A E A, E. A, B. c o.
umper or
Gender Children
Humber of with Dlut-of. Humber of
MNumber of MNumber of Children . . .
Number of Rremovals — Children with In- Mumber of Children | Number of Child
Humber of |00 O  Remarals | School | pumbar of Children with Out-of] with In-School neren W ot Disciplinary Humber of Children with | o o oF =Heren prumser af whidren
" Remavals for Serious Suspencion : A Schosl " with Disciplinary | with Dizciplinary
Childran for ' T SO0 | 5 hool SuspensionExpulsions | Suspencions X Removale Dizciplinary Famenalz J 4
* | fororugs Bodily It Count] ! ° : Suzpensions ! F Removals Totaling 2- | Femovals Totaling
Wnvpicae| B fuspans | P00 {Fpuzions| Totaling 1003y Torsing 10Doys or | UFEEES | Unduplicad come o | Torsling 1 Dy Doy BB
) ataling ! e - 2 D Feu ) 2 2
o Count) | (Duplicated| p e Diags or [Unduplicated Count] Lezs [Unduplicated |0 il g disciplinary actions) | (Unduplicated Count) {Unduplizated Countl] (Unduplicated Count)
Count) Count]
Count] Lz Caunt]
(Unduplicat
1 Ml
2 Female
Total
1Wnilatersl Femovals ta un Interim Alternative | 21 1emevala b0 an Interim Altcrnative
Bt Sttt oy S mellProermeel [epmeg |[BTEEE Sy Eradene iy
e i Officer Determination Fegarding Likely | 3.0ut-of-Schoal Suspenzions or Expulzions 4, In-Schaol Suspenzions 5 Disciplinary Removals
more than 45 dags - does MOT include placement | - arminat !
Injury (Hearing fficer appointed by NDE
changes made by [EP team)
purauat ko Rl 55
A, E. c. D. Mumber f Children A, B. A, E. A, E. c. o.
Limited English Number of
Proficiency Status Mumber of il ] Mumber of
Mumber of | WUMEEr OF gl tith Hut-of Humber of GRS | o4 dean with In- Mumber of Children | Number of Children
Number of Remavalz : School | Mumber of Children with Out-of with In-School Tatal Dizciplinary Humber of Childrenwith [0 o o et o
" Removals for Serious ) ren e H A Schosl ! with Disciplinary | with Disciplinary
Children e rugs [ for Eodil [Unduplicated Count) Scheol Suspensions e Disciplinary Removsls | o o otz Tataling 2| Remevalz Toralin
[Unduplicat [Duplici‘ed “Weapons Iniwy B {Expulzians | Totaling +10Days Totaling 10 Days or TD:"";”O‘DW [Unduplicated count of | Totaling 1Dy 100us G 10 Dags. G
edount) | EOPI Duptcarea| L Tataling 10 | (Unduplicated Count] Less (Unduplicated |35 M070 M disciplnory setions) [ Unvplicated Connty [0y
Count) Days or Caunt]
Count) Count]
Lesz
L
1 Ye
P
Total
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Special Education Discipline Report Import Process

Screen example of a valid school CSV input file:

Dy -0 - RS Disciphnelmportvalidl.cov - Microsoft Excel =
== Home Insert Fage Layoul Formuisd Dsta Rwien Wiev o - 2
i ¥ Pamsval § L & & L & & & i of i of LY
Frudents  for Drugs Pemévals Esscval Students Students Studsnts Beudents Prudents DASCipli Sradents Frtudepts Studsncs
for for Toraling Toraling Totaling Toraling. nary Toraling Torsling Totaling
Maagons Farious 18 Days + LS 18 Days *= LS Famovals & Daoy E=10 » A0 Days
Bodily or Less Days or Less Days (Ondupls Days
Injury catad)
Behasl Line ¥
A 2] < [+] E F G H 1 ] L L 2] ] Q
1 [ A0-0A 300k 1 i 1 2] @ 1 2 Q 11 [ 1 i 1 1
2 [ 00300k td 2 1 2] ] o ] 1 ] [ 1 ] Q <]
3 | aopoaioot ¥ 1 ] a o ] 1 ] 13 1 ] o ] 1
4 | aoooaioon & 1 a o 1 F ] 11 o 1 1 1 1
5 | aoooas-ool ] F 1 a 1 a o 1 [ ] o 1 o ] -]
. - & | aooonaoon & 1 o a o a 1 ] 17 1 g o ] 1
DlS-E.hIlI‘t}" T | 400083001 7 1 1 -] l}: 1 p o 11 o 1 i 1 1
8 | aoooayony & 2 1 1] | i ] i & ] i ] i) =]
9 | anooa.oon a 1 o a o o 1 o 13 1 o o o 1
10| 4 oipip oty 10 i a o i F) i 11 o i 1 i 1
11 | do-083-00) i1 2 1 2] i o ] 1 ] [ 1 ] o Q
12 | d0-00a3-00 L o 2] ] Q i o 1 ] Q ] o i
13 | o080 it 1 2] ] 1 2 Q 11 [ 1 i 1 i
14 | aoeooazon ] 2 1 o 1 o o 1 ] o 1 o 0 o
15 | so-00m8-001 15 o Q o a 1 o 1z L g o ) 1
15 | s0-0088-00 16 1 1 Q o 1 2 o 11 o 1 1 1 1
Race! 17 | ac cons oou 't Fl 3 ] 1 a & 3 [ @ 3 & @ -]
.. 18 | ao-ooayo0 ju ] 1 0 -] '] ] 1 0 1z 1 ] o 0 1
Ethl'llcl‘t}" 19 | 40008300 ] 1 -] l}: 1 3 o 11 o 1 i 1 1
0 | 4000800 20 F 1 [-] i a -] 1 & o 1 o o [-]
21 | 4o-o08E-00 3| o [-] o a i o 13 i a o o 1
22 | 4000800 F+ 2 1 [-] 1 a o 1 & o 1 o o [-]
% 23 | A0-0083-001 23 1 4] @ 1 2 o 11 4 1 i 1 1
il [ 000 3000 24 2 1 4] i Q [+] 1 -] ] 1 [+] o <]
L 25 [ A0 34000 25 o 1] ] Q i o 1 ] Q ] o i

The above screen shows how the Excel/CSV file looks when it’s ready to be imported into the Disciplinary Information
System.

The Headings and Total rows were removed leaving only 13 columns and 25 rows of data.

There were three rows added to account for the new race/ethnicity categories. Row 19 now should be “Asian”, 20
should be “Pacific Islander” and 21 is “2 or more Races”. Row 15 should be all zeroes.

Column A should contain the School ID in XX-XXXX-XXX format.

Column B should contain the sequential line number from the template. (1-13 are Disability in the order on the original
template, followed by race (14-21), gender (22-23) and LEP (24-25) status in their respective orders on the original
template.)

Examples:
Line 1 in the CSV file would be in the Disability section of the template and would be for Mental Handicap. Line 23 in the
CSV file would be in the Gender section of the template and would be for Female

The file is saved with the file extension of CSV (Comma Separated Variable) to give the data the proper layout for
importing. Cells that don’t have data should be set to a value of zero (0). One or more schools can be in the CSV file.
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Special Education Discipline Report Import Process

Editing/Validation Each Row:

The School value entered must be valid, using the following the format (40-0083-

001). The Line Number entered must be a numeric value between 1 and 25.

The Values in Columns C thru O must be a numeric value between 0 and 999999999.

The value in Column C must be less than or equal to the total of Column D + Column E + Column F

The value in Column L must be greater than or equal to the total of Column M + Column N + Column O

If any of the rows fails to pass these validations, the errors will be displayed and the import will stop validating.

Notice the headings in the first Row. They translate Coll and Column C to Number 1A. The rules are written with
comparisons of 1A, 1B, 1C, 1D, 2, 3A, 3B, 4A, 4B, 5A, 5B, 5C, and 5D.

Every child reported in 5B and 5C and 5D should be reported by removal reason in 3A or 3B or 4A or 4B. Every child
reported in 3A and 3B and 4A and 4B should be counted only once in 5B and 5C and 5D.

We have now made available an “SPED Discipline Import Data Edit Checker” (available on the main Sped Discipline
page) by row for the import files. Simply paste in the rows and columns from your import file (District, RowNumber,
Col1 through Col13) into the Excel edit checker. Line 1 and Columns P-V are locked. They contain the edit checks. Do
not try to over-write these cells.

If your data does not have an error, you will see a green checkmark. If your data breaks a certain rule, you will see a
red X.

Please refer to the Business Rules for Special Education Data. They are at the back of this document in Appendix A.

In the example below, RowNumbers 1, 2, and 3 have an error. The columns 1A, 2, 3A, 3B, 4A, 4B, 5B, 5C, and 5D are
being compared. The red checkmark will disappear once these columns are adjusted.

Once all of your rows and columns have green checkmarks, your data is ready for import. Copy Columns A-O (without
Row 1 and 2) into a blank excel spreadsheet, and save as CSV, as described in the previous section. The Special
Education online system will continue to run error checks, as described in the next section.

A B E D E F G H 1 J K L M N [e] P Q R s T u v
1 School Line# NumlA NumlB NumlC NumlD Num2 Num3A Num3B NumdA Num4B NumSA NumSB NumSC NumsD Rulel Rule 2 Rule 3 Rule 4 Rule 5 Rule & Rule 7
IF18>0 IF5B=0
ORIC=0 ORSC=0 5B45C+5D SB45C+5 5B45C+5
OR1D>0 OR5D>0 <= D= D>=
1 <= THEN1A > 5A>= THENSA> 1A+2t3A+3 1A1243A 1A+2HAA
2 |District RowNumtColl  Col2  Col3 Cold Col5 Col6 Col7 Cold8 Col9 Coll0 Colll Coll2 Coll3 1B+IC+1D 0O 5B+5C+5D 0 B+IA+4B  +3B +B
3 |28-0017-001 1 0 0 0 0 0 2 ] 0 0 3 0 0 0@ 0@ 0@ 3@ 0@ 20 2@ 0
4 |28-0017-001 2 0 0 0 0 0 1 0 0 0 1 0 0 0@ 0@ (<] 1@ (<] 19 1@ 0
5 |28-0017-001 3 0 0 0 0 0 2 0 2 0 6 0 0 0@ 0@ 0@ 5@ 0@ a0 20 -2
& |28-0017-001 4 0 0 0 0 0 0 0 0 0 0 0 0 0@ 0@ (<] 0@ (<] 0@ 0@ 0
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Editing/Validation Summary Information for Each School:

The Totals for each of the 4 sections (Disability, Race/Ethnicity, Gender, Limited English Proficiency Status) must
satisfy the following formula:

Total Column M + Total Column N + Total Column O must be less than or equal to
Total Column C + Total Column G + Total Column H + Total Column | + Total Column J + Total Column K

The Totals for each of the 4 sections (Disability, Race/Ethnicity, Gender, Limited English Proficiency Status) must
satisfy the following formula:

Disability Column C total must equal Race/Ethnicity Column C total and Gender Column C total and LEP Column
C total.

Disability Column D total must equal Race/Ethnicity Column D total and Gender Column D total and LEP Column
D total.

Columns E thru O must follow the same validation.
If a school fails to pass these validations, the errors will be displayed and the import will stop validating.

If all records in the import/input file pass the edits/validations, the data will be written to the permanent Discipline
Table and the School data will be automatically submitted.

When all the school buildings in a district have been successfully imported, the district will also show as being
submitted. The import file can contain as few as one school building or it can contain all buildings in the district.
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Appendix A

e Sections A - D (Removals by Disability, Race/Ethnicity, Gender, LEP Status)

Rule 1:

Rule 2:

Rule 3:

Rule 4:

For each row (disability category), the unduplicated count of children unilaterally removed for drugs, weapons,
and serious bodily injuries (1A) must be less than or equal to the sum of the number of unilateral removals for
drugs (1B), the number of unilateral removals for weapons (1C), and number of removals for serious bodily
injury (1D). If, for any row, the unduplicated count is greater than the sum, then there is an error in the data.

Rule: 1A <= 1B+1C+1D
Error: 1A > 1B+1C+1D

If a non-zero is reported in 1B, 1C, or 1D, a non-zero number must be reported in 1A. If, for any row, the
unduplicated count in 1A is zero and 1B, 1C, or 1D has a non-zero number, then there is an error in the data.

Rule: IFIB>0OR1C>00R1D>0THEN1A>0
Error: 1A=0AND (1B>00R1C>00R 1D >0)

For each row (disability category), the total number of disciplinary removals (5A) must be greater than or equal
to the sum of the number of children with disciplinary removals totaling one day (5B), number of children with
disciplinary removals totaling two to ten days (5C), and the number of children with disciplinary removals
totaling greater than 10 days (5D). If, for any row, the total disciplinary removals in 5A is less than the sum of
number of children with disciplinary removals in 5B, 5C, and 5D, then there is an error in the data.

Rule: 5A >=5B+5C+5D
Error: 5A < 5B+5C+5D

If a non-zero is reported in 5B, 5C, or 5D, a non-zero number must be reported in 5A. If, for any row, the
unduplicated count in 5A is zero and 5B, 5C, or 5D has a non-zero number, then there is an error in the data.

Rule: IF5B>00R5C>00R5D>0THEN5A >0
Error: 5A=0AND (5B >0OR5C>0OR5D >0)
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Rule 5:

For each row (disability category), the sum of number of children with disciplinary removals totaling one day
(5B), number of children with disciplinary removals totaling two to ten days (5C), and number of children with
disciplinary removals totaling greater than 10 days (5D) should be less than or equal to the sum of columns for
number of children (1A), removals to an interim alternative educational setting based on a hearing officer
determination regarding likely injury (2), number of children with out of school suspension/expulsion totaling 10
days or less (3A), number of children with out of school suspension/expulsions totaling greater than 10 days
(3B), number of children with in school suspensions/expulsions 10 days or less (4A), and number of children
with in school suspensions/expulsions totaling greater than 10 days (4B). If sum of columns 5B, 5C, and 5D is
greater than the sum of columns 1A, 2, 3A, 3B, 4A, and 4B then, then there is an error in the data.

Rule: 5B+5C+5D <= 1A+2+3A+3B+4A+4B
Error: 5B+5C+5D > 1A+2+3A+3B+4A+4B

Rule 6:

For each row (disability category), the sum of number of children with disciplinary removals totaling one day
(5B), number of children with disciplinary removals totaling two to ten days (5C), and number of children with
disciplinary removals totaling greater than 10 days (5D) should be greater than or equal to the sum of columns
for number of children (1A), removals to an interim alternative educational setting based on a hearing officer
determination regarding likely injury (2), number of children with out of school suspension/expulsion totaling 10
days or less (3A), and number of children with out of school suspension/expulsions totaling greater than 10 days
(3B). If sum of columns 5B, 5C, and 5D is less than the sum of columns 1A, 2, 3A, and 3B, then there is an error in
the data.

Rule: 5B+5C+5D >= 1A+2+3A+3B
Error: 5B+5C+5D < 1A+2+3A+3B

Rule 7:

For each row (disability category), the sum of number of children with disciplinary removals totaling one day
(5B), number of children with disciplinary removals totaling two to ten days (5C), and number of children with
disciplinary removals totaling greater than 10 days (5D) should be greater than or equal to the sum of columns
for number of children (1A), removals to an interim alternative educational setting based on a hearing officer
determination regarding likely injury (2), number of children with in school suspensions/expulsions 10 days or
less (4A), and number of children with in school suspensions/expulsions totaling greater than 10 days (4B). If
sum of columns 5B, 5C, and 5D is less than the sum of columns 1A, 2, 4A, and 4B then there is an error in the
data.

Rule: 5B+5C+5D >= 1A+2+4A+4B
Error: 5B+5C+5D < 1A+2+4A+4B
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